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OFFICE OF THE SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICEOF THE SECRETARY OF STATE

INSTRUCT itONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334

Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Application Date Dept. of Administrative Services Apptication Number
October 29, 1976 Fiscal Services Division T - 537 5
Application Number Treasury and Cash Management Section Date Received Date Complated
116 Mithhell Street R 445 P42 agTa
_ Atlanta, ceorgla 10303 S TEEE IEe 1 8%
2. Person to Contact Working Title Telephone Number

Nancy Ragan Aeccountant 1I ' 656-2168 -

3. Action Requested
3. X Estapush Retention Schedule; record will continue to accumulate.
b. ] Dispose of present accumulation: no further accumulation anticipated.

¢. [ Amend Application No. _ Check One: ) Change; O] Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest
FY72 | Present Investwents Maturity Date File
6. Division and Office Function What is the function of the Division and the Office in which this racard series is created?

PISCAL DIVISION - Administers Self-Insurance of State Property aud Liability, Workmen's
Compensation “for State employees, Treasury and Cash Management of State Punds, and
accounting and payroll systems design through Fiscal Services.

TREASURY AND CASH MANAGEMENT SECTION - Receipts, disburses to agencies and invests
State General Pund and Revenue Sharing monies. - Pederal Funds receipted and disburased
include Letter of Credit, Department of Transporatation reimbursement, Natioaal FPlood
Control Yund and National Porest Reserve Fund. Receipt and disburse various Trust
Punds. Provide accounting services and records for Superior Court appropriation,
primarily payroll, attendent retirementssystems and travel. Insure eligibility of =
municipalities for and disburse Grants to Municipalities and Counties. ’

T

7. Record Series Description . .This file contains the following documents finclude form numbers and. tltles if any)
" Attach samples of the file. . e

Documents relating to: Maturing of investments’ - _7' Teid .

Included are: Notebook typed sheets, listing maturity, date, bank holding the in-
vestment, 1nterest due on investment and Certificaté of Deposit num-
ber. - - -

File is arranged: Chronologically by maturity date..

ey

. Monthly Reference Rate How often are records referred to which are:
One to six months old _l____. Seven to tweive monthsoid . ; Thirteen 1o fwenty-four months old

L

twenty-five monthsandolder ____ % 7 > *- |

9, Annual Rate of Accumulstion of Rerords

" Lettefsize drawers Lega!-snze drawers __.._ " ;Shelves " Other /specify)

AR-50—71; Rav. 76 - (Qver}




YES | NO | 10, Oﬁesﬁénnaire ' (P!ace an X" in the proper column]

X a. ls this the official copy of the series?
" If not, where is jt? .

b. Does the series contain confidential information requxrlng secunty handling? If yes, cite law or regulation.

c. ls thls a vital record?

_d._Does this series have historical or long term research value?

Mobd | M b4

e. When ons or two documents in the file make it necessary to keep the entire file for a long period, could these
dowmg_ﬁ_m_sm._ﬁuwlv?

T

7._ Is the infor d? Ity ach capy,

]

g. Is the mformatlon contained in thls series ever analyzed and/or recorded ina sumrnanzed report?
If ves, attach copy,

X h, Is there a duplication of this series in your office, or in ah_oﬂmer office or _agency?

I ves, where? N
X 1. Isthis series {or a major portion of it! reqularly microfilmed? : i
X | i Does the record serjes result in a computer printout? =
11. Retention Requiraments The following requires the series to be kept:
a. State Law : years. ’ d. Audit period -veérs.
b. Statute of limitation _ years. e. Administrative nesd 2 years. -
¢. Federal law years. : f. Federal retention instructions years.
Attach copy or excerpt of laws or regulations. Expf3in‘admlnistrative néed.” 7377 i 2 - 1
Back up material for investments.
Sl nn ag TP RS T b on vl A3l T anag e Te o138 w3 EsL R S T 3 |
Terg Labenr T ogEa s o Geons ’-","*”". ez o8 grers T pesc Tioy anacr 0o T
oD fgmedE ol god oo ook T -1 S o
12, Aporoved Disposiﬁqu,!}pstmqtions,_g_ Thls agency recommends thatthe f1|e senesbecut,qﬁ attheend of each TR
“mv J=th ham tejztienas El Catendar Year; & Fiscal vear; (1 Other .. Gl f..ar “then, T
Be s fmAnidell Frocoar 0l oaoaide il T RNT T 3o Tops T gihe T o it e s lar
¥] Hold in the current files area = f:;._;_month{s}____l_.__?ear(sl then 2. .. 7 fr 21277 5o Tt gEanDy
O Transfer to local holding area, hold a=- year{s);then -~~~ '-~+r ol G- oarier e gt Tyl ci sl
B8 Transfer to State Records Center; hold__o_l__,,_i_vear!s) then T S b L bt P R UNEE S o S S
X Destroy. QB0 k agit iR ainy L sso0 T o A Rt I - R
O Transfer to State Arc.hwes for permanent retention.
3 Other fSpecify)
After investwent maturity and audit information not valuable.
s Y et agEy otazoaro b oonb LT “‘?é"_'i'.‘:':' ALEE- TR
= TPEE S B VR LT : mhgmels ol gl o0 T g
These instructions apply to ail prior and future accumulations of the series.
Agency Head/Designee _(Signature) _ Date Records Management Officer  [Signaturs) Date

Stats Records Committee {Signature)

o Yovedoe lillolne 0w T ihial | 1k /7

Date

Recommendations in para- ' T /
graph 12 are approved. State Auditor/Designes , /)24~ 74

{If disspproved, attach letter ~N
of explanation.) Sacreﬁ&atel Designes w -2 7—7‘4

Attorney General/Designee W JZ,LL( / f - 7/ g

AR-50-71; Rev.76 {Reverss Side)




